%2 JOB OPPORTUNITY

% 1:"%"’ "~ CALIFORNIA STATE DEPARTMENT OF INSURANCE

SENIOR LEGAL TYPIST*
$2,304 - $3,129
LEGAL DIVISION OFFICE
SACRAMENTO

RESPONSIBILITIES:

Under the direct supervision of the Assstant Chief Counsd, the incumbent will provide clerical support to the
Compliance Bureau gaff in Sacramento. Duties will include, but are not limited to asssting Legd aff on various
issues; transcribe from rough drafts correspondence, lega opinions, adminigtrative hearing briefs, pleadings,
subpoenas, petitions, notice of hearing. Receives and dockets new cases, opens public files and maintains
dockets throughout the life of the case; process pleadings, fingerprint files and prepares certified mailing and
declarations of service.

DESIRABLE QUALIFICATIONS:
Outstanding word processing skills; proficiency with MS Word for Windows,
Good public contact and communication skills;
Demondrated ability to use good judgment at dl times and to exercise a high degree of initictive;
Experience in asssting attorneys with urgent, time-critica tasks, e.g., word processing, or ddivery and pick-up
of time/litigation urgent origind documents from other atorney offices.

WHO MAY APPLY:

Applicationswill be accepted from current State employees at the Senior Legd Typist leve, those within transfer
range, or individuas who have lig digibility. Training and Development Assignments may be consdered for certain
dassfications only if necessitated for recruitment purposes. All goplications will be reviewed; however, only the most
qudified candidates will beinterviewed. Applicants currently on SROA lists or employed by a surplus department
are encouraged to apply. All applicants must clearly indicate the basis of their eligibility (i.e. SROA,
surplus, reemployment, reinstatement, transfer, list eligibility or Training and Development Assignment)
on the state application.

APPLICATION PROCEDURE: Send a completed standard State of Cdlifornia gpplication to Christen Ko,

Department of Insurance, 300 Capitol Mall, 13th Foor, Sacramento, CA 95814. Please indicate * Senior Legal

Typist, #132-3224-XX X" on the State application. For additiona information, plesse call (916) 492-3411.

FINAL FILING DATE: JUNE 1, 2001 or until filled

NOTE: Interested individuals, including list digibles, must submit an application in order to be
consdered for this postion.

* THISISA ONE YEAR LIMITED TERM ASSIGNMENT

DO NOT SUBMIT APPLICATIONSTO THE STATE PERSONNEL BOARD
sp05/15/01

AN EMPLOYER OFFERING EQUAL EMPLOYMENT OPPORTUNITY TO ALL REGARDLESS OF RACE, COLOR, CREED, NATIONAL ORIGIN
ANCESTRY, SEX, MARITAL STATUS, DISABILITY, RELIGIOUS OR POLITICAL AFFILIATION, AGE OR SEXUAL ORIENTATION.




